Assi gnment 3

Text book Assi gnnent ; “Ship's Store Files (continued),” chapter 2, pages 2-32 and
%-fg; and “Cash Collections,” chapter 3, pages 3-1 through

of the

3-1.

3-2.

3-3.

In answering questions 3-1
through 3-8, refer to chapter 2
text.

Learning Objective: Identify
the various ROM files and how
they are nmintained and used.

(Continued from assignment 2.)

VWat ROM file will list control
data for each vending machine
on each closeout date?

3-5.

1. Alternate NAVSUP Form 236
file

Vendi ng machine file
NAVSUP Form 236 file
Departnent file

ENFRY N

The ROM stock record naster
file lists all information
contai ned on each different
l[ine item in alphabetica
sequence by category.

3- 6.

1. True
2. Fal se

The departnent file lists all
departnent codes and names on
file and is printed in

departnment code sequence
1. True
2. False

Learni ng Qbj ective: Identify
the guidelines used when filing
and posting docunents and
explain the procedures for

di sposing of ship’'s store
records, logs, and returns
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3-4.

Which of the follow ng

gui del i nes should you follow
when filing and posting
docunents using ROM procedures?

1. Reference the NAVSUP P-487
2. Use and reference your ROM
system Terninal User’'s

CQui de
3. Process transactions as

soon as possible after they
occur

4. Al the above

Which of the follow ng

i ndividuals may make entries
into the ROM resal e operations
correction function w thout
prior authorization?

1. The ship’'s store
recor dskeeper
2. The ship's store officer
3. The office supervisor
4. Al the above personnel

What report produced by the ROM
system lists all corrections
made during the current
accounting period?

1. Transaction data report

2. Correction audit trai
report

3. I nventory managenent report

4, Inventory control data
report



3-7.

3-8.

What di sposition shoul d be nade
of the ship’s store records
logs, and returns at the end of
the accounting period?

1. Dispose of them locally

2. Miintain themin the ship's
store officer’s safe for a
period of 1 year

3. Stow themin the bulk
storeroom in a secure
container until they are
di sposed of

4,  Keep them separated by
accounting period in fiscal
year containers

For what period of time should
ship’s store returns and
supporting docunments be

nmai nt ai ned before they are

di sposed of ?

1. 1 year

2. 2 years
3. 3 years
4, 5 years

In answering questions 3-9

through 3-69, refer to chapter
3 of the text.

Learning Objective: State the

responsibilities of the various

personnel involved in cash

3-9.

collections in the ship's store
operation

The responsibility for
collecting and depositing cash
received from sales in the
ship’s store rests with what

i ndi vi dual ?

1.  The conmmandi ng officer
2.  The supply officer
3. The designated cash
col l ection agent
4,  The ship’'s store officer

3-10. In order to nake sure cash
collections are acconplished
properly and according to
current procedures, guidelines
are provided in supply
departnent instructions by the
supply officer using which of
the follow ng references?

1. NAVSUP P-487

2. NAVCOWPT Manual

3. Both 1 and 2 above
4. NAVSUP P-485

3-11. What person is responsible for
the cash received from sales in
the retail store before cash
collections are made?

1. The leading Ship's
Servi ceman

2. The designated cash
col l ection agent

3. The operator of the retai
store

4. Al of the above

3-12. The designated cash collection
agent is responsible to what
i ndividual for all cash
col | ections?

1. The leading Ship's
Servi ceman
2. The ship’'s store officer
3. The supply officer
4. The disbursing officer

3-13.  Wiich of the follow ng
i ndividuals may be designated
cash collection agent when
sufficient personnel are not
avai |l abl e?

1. The ship’s store
recor dskeeper
2. The agent cashier
3. Both 1 and 2 above
4, The retail store operator

Learning bj ective:

t he

Identify
different types of cash

received from sales in the
ship’s store and the
restrictions placed on each

di fferent

type.
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3-14.

Wi ch of the follow ng paynment
net hods nmay NOT be accepted for
cash in the ship's store?

1. A personal check for $5

over the anmount of

pur chase

United States currency

Travel er’s checks for $5

over the anmount of

pur chase

4, Traveler’'s checks for the
amount of purchase

_(A.)!\J

I N ANSVERI NG QUESTI ONS 3-15 THROUCH
3-18, SELECT FROM COLUW B THE TYPE OF
CASH RELATED TO THE REGULATI ONS LI STED

I N COLUWN A.
A. REGULA- B.  TYPES OF
TI ONS CASH
3-15. Can be drawn 1. U S. currency
for $5 over
t he anount 2. Traveler’'s

3- 16.

3-17.

3-18.

of purchase checks only

Per sonal
checks only

Only type of 3.
money
accepted in
the ship’s
store

4, Traveler’s or
per sonal
checks

Accepted only

for the amount

of purchase

Miust be endorsed
in the presence
of the sales
outl et operator

Learning Objective: Expl ai n
the procedures the cash
collection agent will use to
account for and use cash

regi ster tapes, cash register
keys, and the safe used to hold
cash received from sales
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3-19.

3- 20.

3-21.

What procedure will the cash
col l ection agent use when
renoving the cash register
from the cash register?

t ape

1. Renopve the tape fromthe
register, sign and date the
tape, and give it to the
retail store operator for
saf ekeeping in a separate
secure bhox

2. Renove the tape from the
cash register and give it
to the ship’s store officer
who will sign and date the
tape and return it for
saf ekeeping in the cash
collection agent’s safe

3. Renmove the tape from the
cash register, sign and
date the tape, and give it
to the ship's store officer
for filing in the
Accountability File, SSA-21

4, Rempve the tape from the
cash register, sign and
date the tape, and keep it
in a secure filing box
until required

The cash register keys that
control the operation of the
cash register selection levers
and permt access to the cash

register tapes are kept by what
i ndi vi dual ?

The agent cashier

The retail store operator

The disbursing officer
The person nmeking cash
col l ections

-h(;.)l\.’!A

The cash register selection
levers are always |ocked in the
cash position EXCEPT for which
of the follow ng times?

1. During the hours the cash
register is being used by
the sales outlet operator

2. \When the cash collection
agent is replacing the
detailed tape

3. Wen the cash collection
agent is taking the daily
regi ster reading

4, Wen inventory is being
conducted in the space



3-22.

3-23.

3-24.

What is the cash collection
agent’'s safe used for?

1. To hold all cash received
from sales until it can be
deposited with the
di sbursing officer

2. To hold cash received from

sales until the nonthly
cash sales invoice is
prepared

3. To hold cash received from
sal es when the ship's store
officer is making cash
col | ections

4, To hold cash received from

sales until the end of the
accounting period
The conbination that opens the
door to the cash collection
agent’s safe is kept in the
custody of what individual(s)?
1. The supply officer
2. The ship's store officer
3. The cash collection agent
4. Both 2 and 3 above

At what interval nust the
conbination to the cash
collection agent’s safe be
changed?

1. Once every accounting
period

2. Once every 6 nonths

3. Once every year

4. MNonthly

Learning bjective: Expl ai n
the procedures the cash
collection agent uses in
handling various types of sales
and transactions in the retai
store.
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3-25.

3- 26.

3-27.

At what tine or event are bulk
sales rung up on the cash

register by the retail store
operator?
1. At the time the nmerchandi se

is delivered
2. Wen the person neking
collection collects the

cash _
3. Wen the retail store
operator receives a copy of

the DD Form 1149
4. When paynent for the
nerchandi se is received

In what way does the cash
collection agent record and
account for bulk sales in the

Cash Regi ster Record, NAVSUP
Form 469?
1. Lists it separately from

cash sales and includes it

in the nonthly total at the
end of the nonth

2. Includes it with other cash
collected in the retail
store

3. Retains a copy of the DD
Form 1149 covering bul k
sales until the end of the
nmonth, enters the grand
total of bulk sales during
the nonth separately, and
adds it to the total
monthly cash sales figure

4. Lists the bulk sale
separately for infornation
purposes only, making sure
the words bulk sales are
included in the Anount in
Fi gures columm of the
NAVSUP Form 469 so it
not be included in the

will

total nonthly cash sales
figure
The anount of cash received

from bulk sales is entered by
ROM users in the ROM cash

recei pt function using what
store nunber?

1 1

2. 8

3. 98

4. 99



3-28

3-29.

3-30.

The Overring/ Refund Voucher
NAVSUP Form 972, is approved by

what individual when the cash
collection agent is collecting
cash?
1. The retail store operator
2. The cash collection agent
3. The ship's store officer
4. The leading Ship's

Servi ceman
For what reason is it inportant

that the cash collection agent
verify the validity of an
overring voucher received
during daily collections in the
retail store?

1. The ship’s store officer
does not approve them when
the cash collection agent
is making collections

2. The signature of the
customer is not required in
the case of overrings

3. To protect custonmers from
bei ng overcharged

4. Al of the above

After naking collections from
the retail store, what should
the cash collection agent do
with any overring/refund
vouchers received?

1. Staple themto the
appl i cabl e page of the Cash
Recei pt Book, NAVSUP Form
470

2. Turn them over to the
ship’s store officer

3. Staple themto the
appl i cabl e page of the Cash

Regi ster Record, NAVSUP
Form 469
4, Turn them over to the

di sbursing officer at the

tine deposits are made
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3-31.

3-32.

What is the correct procedure
for entering an Overring/ Refund
Voucher, NAVSUP Form 972, in
the Cash Register Record,

NAVSUP Form 469?

1. The overring/refund voucher
is attached to the
appl i cabl e page of the cash
register record and the
amount of overring or
refund is listed separately
and included in the nonthly
cash sales figure

2. The overring/refund voucher
is attached to the
appl i cabl e page of the cash
regi ster record and the
amount of overring or
refund is listed separately
for information purposes by
entering overring or
refund, whichever applies
in the Arount in Figures
col um of the NAVSUP Form
469 so it is not included
in the monthly cash sales
figure

3. The overring/refund voucher
is verified by the cash
col l ection agent and
forwarded to the ship's
store officer and the
amount of overring or
refund is included in the
monthly cash sales figure

4. Al overring/refund
vouchers are stapled to the
appl i cabl e page of the Cash
Regi ster Record, NAVSUP
Form 469, held by the cash
col l ection agent until the
end of the nonth, totaled
together, and entered on a
separate line of the cash
register record for
i nformation purposes

When personal checks are
returned to the ship due to
insufficient funds, what
individual is reinbursed for
the loss by the ship's store
of ficer?

The retail store operator
The agent cashier

The cash coll ection agent
The disbursing officer

el e



3-33.

3-34.

3-35.

Where does the ship's store
officer get the noney to make
the appropriate reinbursenent
for a personal check returned
to the ship due to insufficient
funds?

1. From cash received from
sales in the ship's store

2. From the ship's recreation
fund

3. From the ship’'s inprest
fund

4. From the OPTAR funds

When personal checks are
returned due to insufficient
funds and are not settled by
the end of the accounting
period, ROM users nust make
sure the amount of the persona
check is included on the
inventory by establishing a new

stock record for the check
using what retail department
code?

1. G1

2. R1

3. X9

4. F 8

When a personal check is

returned to the ship due to
insufficient funds, the ship’'s
store officer will use every
nmeans to recover the |oss from
the person witing the check.
If the ampunt is still not
collected after continued
efforts, at what time period
woul d the personal check be

consi dered uncol | ecti bl e?

1. After a period of 4 nonths
2. After a period of 6 nonths
3. After a period of 1 year

4. After a period determ ned

by the type comander
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3- 36.

3-37.

When a personal check is
considered uncollectible, it is
renmoved from the cash register
and turned over to the ship’s
store officer for action. \Wat
entry, if any, will the cash
col l ection agent make in the
Cash Register Record, NAVSUP
Form 469, when this occurs?

1. A separate entry is made in
the cash register record
listing the words
uncol | ectible check in the
Amount Tn Figures colum to
make sure the total is not
included in the nonthly
cash sales tota

2. The uncollectible check is
attached to the applicable
page of the Cash Register
Record, NAVSUP Form 469,
and a separate entry is
made listing the words
di shonored check in the
Amount 1n Figures colum
and including the total
amount of the dishonored
check in the nmonthly cash
sal es total

3. It is entered separately in
the Cash Register Record
NAVSUP Form 469, listing
the words di shonored check
in the Armount in Figures
colum to neke sure the
total amount of the
di shonored check is not
included in the nmonthly
cash sales tota

4. None

Learning Objective: | dentify
the procedures the cash

col l ection agent uses
concerning the use of change
funds in the ship's store
operation

Funds may be entrusted to the
cash collection agent for
providing change funds to the
sales outlets after approval is
received from what individual?

The type conmander

The commandi ng of ficer
The supply officer

The ship's store officer

bl e



3- 38.

3-39.

3-40.

3-41.

3-42.

The funds provided to the cash
col lection agent are given by
what i ndividual ?

The disbursing officer
The commanding of ficer
The agent cashier

The ship's store officer

B

The amount of funds entrusted
to the cash collection agent
will depend on the nunber of
sales outlets that are operated
aboard ship and the change fund
requi renents of each sales
outlet.

1. True
2. Fal se

You are a cash collection agent
responsi ble for making
collections from a dollar bill
changer on a ship with 900
personnel .  How nuch noney nay
be provided to you for use as a
change fund in the dollar bil
changer ?

1. An armount not exceeding

$150

2. An anmount not exceeding
$400

3. An anmpount not exceeding
$800

4, An ampount determ ned by
the ship’s store officer

The change fund provided to the
cash collection agent is
checked and audited nmonthly by
the ship's store officer.

1. True
2. Fal se

The cash collection agent
should provide the retail store
operator with a new change fund
at which of the follow ng
times?

1. After the retail store has
been cl osed for 3 days or
mor e

2. At the start of the new
accounting period

3. After the retail store has
been closed for 5 days for
i mprovenent s

4. Al of the above

3-43.  The anount of change fund the
cash collection agent provides
to the retail store is
determ ned by what individual?

1.  The type conmmander

2. The ship’'s store officer
3. The cash collection agent
4. The commanding officer

'Y I'n answering questions 3-44
through 3-47, refer to the
fol |l owi ng paragraph

You are the cash collection agent on a
large ship. The ship's store
operation on this particular ship
consists of 2 retail stores, 1 snack
bar, 1 clothing store, and 12 vending
machi nes including 8 can drink
machines, 2 cigarette machines, and 2
candy nachines. (One of the retail
stores is operated on two shifts. The
eight can drink vending machines are
operated by two vending nachine
operators, each operating four vending
machi nes.  The snack bar operator, in
addition to his or her duties in the
snack bar, operates the two cigarette
machi nes and the two candy machines.

3-44.  You have just returned from an
aut hori zed 96-hour Thanksgiving
hol i day ending 28 Novenber in
which all the ship’'s store
activities were closed. How
many separate change funds can
you expect to provide to the
sales outlets during the day
assuming all the sales outlets
are open and operational ?

1. 17
2. 13
3. 5
4. 4

3-45. On the first day of Decenber, 3
days later, how nany change
funds can you expect to provide
to the sales outlets if you
assume all the sales outlets
are operational except the
retail store operating on two
shifts that is closed for

pai nting?
1. 15
2. 12
3. 11
4 4



3- 46.

3-47.

3-48.

What anount of noney,
can you expect to leave as a
change fund in the retail store
(operating two shifts) at the
end of the first shift wthout
the type commander’s approval ?

1. An anount

2. An anount

3. An anount
$150

4, None

not to exceed $50
up to $100
not to exceed

You are providing change
funds to one of the vending
machi ne operators for the
vendi ng machines he or she

oper at es. How many Cash 3-50.
Recei pt Certificates, NAVCOWT
Form 2114, if any, should you

acquire and retain from the

vendi ng nmachi ne operator for

the noney advanced?

1. Two cash receipts for each
of the four vending
mechi nes

2. One cash receipt for the
total anount of noney
advanced for change funds
for all vending machines

3. One cash receipt for each

of the four vending 3-51.

machi nes
4, None

Wien will the change fund
provided to the retail store
operator be returned to the
cash collection agent?

1. At the end of the nobnth

2. At the time the cash
col l ection agent takes the
regi ster reading and
collections are nmde

3. At
a retail store operated by
more than one person

4, Both 2 and 3 above
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if any, 3-49.

the end of each shift in 3-52.

Wien the retail store is busy
on days such as payday, the
cash collection agent should
provi de what amount of noney in
addition to the regular

aut hori zed change fund?

1. The anount approved by the
commandi ng officer in
instructions provided to
the ship's store officer

2. An amount not to exceed $50

3. An ampbunt not to exceed
$100

4, An ampount not to exceed
$150

Shortages noted in the change
funds advanced to the sales
outlets are taken out of the
proceeds from cash received
from sales at which of the
following tinmes?

1. The next business day

2. The end of the nonth the
shortage occurred

3. The end of the accounting
period

4,  Before depositing cash with
the disbursing officer

The operator of the retail
store may voluntarily cover a
change fund shortage occurring
in the retail store with his or
her own personal noney once
witten authorization is
received from what officer?

1. The type conmmander

2. The senior Supply Corps
of ficer

3. The commandi ng officer

4. The disbursing officer

An official report of a change
fund deficit should be made to
the Navy Resale and Services

Support Ofice for which, if
any, of the following deficits?
1. $100

2. $200

3. $300

4, None of the above



3-53.

3-54.

3-55.

A deficit of $25 is discovered
in the change fund to retai
store #1 and the amount of
deficit was taken from sales
How wi || ROM users adjust the
accountability of the retai
store?

1. Create a markdown to zero
for the ampunt of the
change fund deficit using

the ROM retail price change
function
2. Enter the Expenditure

I nvoice, DD Form 1149, in
the ROM mi scel | aneous
expendi ture function so the
Ship's Store Afloat
Fi nancial Control Record,
NAVSUP Form 235, is
adj usted for the anount of
the | oss

3. The ampunt of the change
fund should be absorbed in
the cost of retail sales
using the ROM corrections

function
4, A pen-and-ink change is
made for the dollar

difference on the back of
t he NAVCOVWPT Form 153

Learning Objective: Expl ai n
the procedures the cash
collection agent will use when
collecting cash from the sales
outlets. (Continued in

assi gnnent 4.)

When possi bl e, how often shoul d
cash collections be entered in

the ROM cash receipt function?
1. Daily

2. Twice weekly

3. \Weekly

4, Monthly

Al cash including change funds
should be collected from a

sal es outlet when the sales
outlet is closed for what
period of time?

1. Less than 1 day

2. Mre than 1 day but
than 2 days

3. 3 days or nore

4 Al'l of the above

| ess
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3- 56.

3-57.

3-58.

Al cash including any change
funds should be collected from
the amusenment nachi nes when
which of the follow ng events
occur(s)?

1. Arepairman is fixing the
anusenent machi ne

2. The anount of business in
the machine exceeds $150 on
a weekend or holiday

3. The last day of the
accounting period falls on
a holiday or weekend

4, Al of the above

On a ship with less than 700
crew nenbers, how much cash can

be left in the dollar bill

changer overnight?

1.  An anpbunt not to exceed
$150

2. An anpbunt not to exceed
$200

3. An anount not to exceed
$400

4. The dollar bill changer
should always be filled to
capacity no natter what the
anount is

When the retail store operator
is delivering all cash received
from sales including any
overring/refund vouchers to the
person neking collections at
the end of the business day,
what mini mum anmount of tines
per week is the person making
collections required to take
cash register readings?

1. Three tinmes a week on a
schedul ed basi s

2. Twi ce a week on an
unschedul ed basis

3. Every day of the week

4, Three tinmes a week on an
unschedul ed basis



3-59.

3-60.

How are the noneybags used in
the sales outlets issued by the
person making collections to
the sales outlet operator?

1. The noneybags are nunbered
on the outside and issued
using a locally devel oped
| og where they are signed
in and out by the persons
receiving and issuing the
noneybags indicating the
date and tine of issue

2.  The noneybags are nunbered
on the outside and issued
using a separate sheet of
paper in which the person
meki ng collections will jot
down the nunber of the
noneybag and the nanme of
the sales outlet operator
it was issued to

3.  The noneybags are nunbered
on the outside and issued
to the person making
collections by the ship's
store officer and issued to
the respective sales
outlets

4. The noneybags are
purchased through the
Ship‘s Store Afloat
Catalog (SSAC) and issued
to each sales outlet as a
charge to the cost of
operation

The noneybags used by the sales
outl et operator have two keys.
One key is retained by the

sal es outlet operator and the
other key is retained by what
i ndividual or in what |ocation?

1. Retained in the ship's
store officer’'s safe in a
seal ed envel ope

2. Retained in the cash
collection agent’s safe in
a seal ed envel ope

3. Retained by the sales
outlet operator as a spare
key

4,  Retained by the supply
officer in a duplicate key
| ocker located in the
supply office
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3-61.

3-62.

3-63.

3-64.

3- 65.

After normal working hours

when the person making
collections and the duty supply
officer are not avail able,

which of the follow ng

i ndividuals may accept the
noneybags from the sales outl et
operator for safekeeping?

1. The duty naster-at-arns

2. A designated conmi ssioned
of ficer

3. The leading Ship's
Serviceman in the duty
section

4,  The duty section |eader

The night depository safe is
secured by using which of the
following itens?

1. A key and conbination |ock
2. Two key locks and one
conbi nation | ock
3. Dual conbination
one key I|ock
4,  Two key locks and two
conbi nation | ocks

| ocks and

What nunber of personnel is
required to open the night
depository safe?

One
Two
Thr ee
Four

e

The person having know edge of
the conbination to the night
depository safe should also
have which, if any, of the
following itens?

1. The keys to the safe
2. The spare keys to the safe
3. A locally devel oped Iog

used for opening and
closing the safe
4, None of the above

When using the self-1ocking
noney box on the can drink
vendi ng machine, the person
meki ng coll ections should also
use a keyless conbination |ock
to keep the coins secure in the
noney box.

1. True
2. Fal se



3- 66.

3-67.

The self-locking noney box is 3-68.
i ssued to the vending machine
operator by what individual?
1. The leading Ship's
Servi ceman
2. The bulk storeroom
cust odi an

3.  The supply officer
4. The person making
col l ections

What i ndi vi dua
to the | ock that

hol ds the key
al | ows access

to the coins in the vending 3-69.

machi ne sel f-1ocking noney box?

1. The person neking
col l ections
2. The disbursing officer
3.  The vending machine
oper at or
4, The responsible bulk
storeroom custodi an
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When the sel f-1ocking noney box
is used on the vendi ng nachi ne,
the key that |ocks the coin box
itself into the vending machine
is held by what individual?

1. The vendi ng nachine
oper at or

2. The person making cash
col | ections

3.  The supply officer

4,  The leading Ship's
Servi ceman

When the vending machine
operator is delivering the
noney box from the vendi ng
machine to the person making
col l ections, what is the

m ni num anmount of times per
week the person meking

coll ections should read the
vendi ng machine neters or cash
totalizers?

1. Once a week

2. Twice a week on an
unschedul ed basis

3. 3 days a week on an
unschedul ed basis

4,  Every day of the week
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